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INSTRUCTIONS: Publication No. 76-RM-1 for innructjcns on completing this form. Forward signed original to 
Oewmwnt of Archivfs and Hinow, Remrdr M a n a w m e n t  Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Schedulina 
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OFFICE O f  W E  SECRETARY OF STATE 
OqARTMENT OF ARCHIVES A N 0  HISTORY 

' RECOROS MANAGEMENT DIVISION -~ . _=~:-_~., . ~ 

.~ ~ 
~~ ~~~ ~ 

~~ _~ ~- .. ~ 

Mion. 

1. Agmw Address 
.I ~ ~ 

Department of Education 
Office of Administrative Services 
Grants Management Section 
State Office Building 

~~ Atlanta, ~~ Georgi~a -~30334 ~ ~~ ~ 

Working~Title 

brliest 
1971 I to date I Management Information Services Project Files 

~I ~. . . *  - ~~ . ~ .~ _._____.g_"" __.__ ---~:: ,-... 1- ~~~- . ~, J~ ~~. . ~ ... ~~ _ ~ 

L Diviribn md Onia Function. What i s  the funcrion ofthe Division and the Office in which this record series is aeated? 

The Grants Management Section coordinates the administration of educational grants, ' 
both .federal and state, between. the department and local units o f  education; develops 
contracts; provides forms management services; administers the records management 
program; provides systems and procedures services ; and coordinates delivery of Electronic 
Data Processing services with the Department of Administrative Services. 

- :-.. - 
I. R m r d  Soria Description 

Ooeumentr relating to: 

lnduded are: 

File is arranged: 

~ ---_ ~. ~.~~ ~ ~ . ... ~ 
~ ~~ 

=~ ~. ~- 
T h i s  file mnrains the following docum&/indude form numberr and ti& ifany); 
Attach samples of the file. 

documenting projects (automated and manual) that are assigned to 
the Management Informati on Services Section. 
preliminary studies, project reports, data processing requests, 
contract information, data processing agreements, service agree- 
ments, vendor files, correspondence and related material s. 

by project number. 



1. 

':. .,:i. 

Attach copy or excert of laws or regu!ationr. Explain adminirtrat;ve need. 

A ffve-year retention i s  needed t o  provide reference to the unit for ongoing projects. 

d Hold in tho current files area 
0 Transfer to local holding area: hold - 
5 Transfer to State Records Center; hold - 2 

0 Transfer to Stars Archives for permanent retention. , 

mooth(s) - 3 - - yeark): then 

-year(sl; then 
- yeark); then 

&x Destroy. 

0 othrr tspccitvl 

fhw inmudons apply to a l l  prior and future accumulations of the series. 


